Go Green for Payroll!

Instructions to stop your pay advice from being printed

You can stop your pay advice from being printed by following a few simple steps.
Please follow the instructions for:

» MSA if you are paid on the 5™ and 20" each month
= PeopleSoft if you are paid every other Thursday.

MSA (paid on the 5" and 20" each month)

1. From any computer with Internet access, go to the King County website at
www.kingcounty.gov and click on the “Employees” link in the menu on the left

side of the page. At the “Focus on Employees” page, find “Peoplesoft Login” near
the bottom of the page and click on “Employee Self-Service at or away from the
Worksite.”
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2. Log in to PeopleSoft using your User ID and Password.

Sign-On Instructions
User ID (ALL CAPS)
s The first 6 letters of your last name, plus

= The first letter of your first name on your pay stub, plus
= The month and day of your birth in a two-digit format (MMDD)

Examples:
Name on Paycheck | Birthday User ID (ALL CAPS)
Eorgot vour passwiord? Dan Smithers June 14 SMITHEDDG14
Timathy Le December 2 LET1202

Helpdesk Support: (206) 263-3430
pshelpdesk@kingcounty.gov

Default Password Format — New Hires Only (one time use).
I you're not a new hire and do not remember your password, click Forgot vour password?

s The letters KC, plus
= The last 2 digits of your birth year, plus
s The last 5 digits of your employee ID

Examples:
Birth Year Employee Password
1957 000075209 KC5775309
1982 000077777 KCB977777

This system is the property of King Gounty and is provided for suthorized use anly as defined in the King County
Acceptable Use of Information Technology Assets policy. Any use of this system may be monitored, recorded,
sudited and disclosad to authorized County and/or law persannel, zed or improper use of
this system may result in discipiine, up to and including termination, as wel as potential civil or legal panaties.

By using this system you indicate your awareness and consent to the sbove poiicy.

3. On this page, click on “My Payroll,” then on “View Paycheck.” At the bottom of
the page, you will see a link that says “MSA Pay Statement Print Options.” Click
on that link.
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4. On this page, click on the radio button next to the option, “Do not print a
paper copy of the direct deposit statement.” Then click on the “Save” button.
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Be sure to click on Save.
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5. After clicking on “Save,” you will see the pop-up box below. This pop-up box
informs you that your request may not take effect by the next paycheck because
of the timing of your request. Click on “OK” and then click on “Return to
Paycheck.” You have successfully completed the steps to a paperless pay advice.
Be sure to sign out of PeopleSoft when you are done.
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PeopleSoft (paid every other Thursday)

1. From any computer with Internet access, go to the King County website at
www.kingcounty.gov and click on the “Employees” link in the menu on the left

side of the page. At the “Focus on Employees” page, find “Peoplesoft Login” near
the bottom of the page and click on “Employee Self-Service at or away from the
Worksite.”
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2. Log in to PeopleSoft using your User ID and Password.

Forgot your password?

Helpdesk Support: (206) 263-3430
pshelpdesk@kingcounty.gov

Sign-On Instructions
User ID (ALL CAPS)
s The first 6 letters of your last name, plus

s The first letter of your first name on your pay stub, plus
= The month and day of your birth in a two-digit format (MMDD})

Examples:
Name on Paycheck | Birthday User ID (ALL CAPS)
Dan Smithers June 14 SMITHEDOG14
Timothy Le December 2 LET1202

Default Password Format — New Hires Only (one time use).
If you're not a new hire and do not remember your password, click Forgot your password?

s The letters KC, plus
= The last 2 digits of your birth year, plus
= The last 5 digits of your employee ID

Examples:
Birth Year Employee Password
1957 000075209 KC5775309
1982 000077777 KC8977777

This system is the property of King County and is provided for autherized use anly as defined in the King County
Accaptable Use of Infarmation Technalogy Asssts poficy. Any use of this system may be monfcred, recorded,
sudited and disclosad to authorized County law personnel, zed or improper use of
this system may result in discipline, up fo and including termination, as wel 2s potential civil or legal panalties,

By using this system you indicate your awareness and consent to the sbove policy.

3. On this page, click on “My Payroll,” then on “Direct Deposit.”

ORACLE'

~ Volintary Dediictions
= Direct Deposit
= W-4 Tax |nformation

I My Training

U My Giving

I My Position

' Manager S=lf Senice
= My Systemn Profile

v
uulg] My Payroll
Review your pay and compensation history. Update your direct deposit and other jon or

E View Paycheck
Review cument and prior paychecks. Review your voluntary deductions.

3 E‘% W-4 Tax Information
I My Banefits Review or change your W-4 information - KC, Request a reissued W-2 - KC

E Voluntary Deductions

,ﬁ /-2 Reissue Request

Add or update your direct deposit information.




4. At the bottom of this page, you will see a link that says, “Pay Statement Print
Option.” Click on this link.
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5. On this page, click on the radio button next to the option, “Do not print a
paper copy of the direct deposit statement.” Then click on the “Save” button.

Be sure to click on Save.
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6. After clicking “Save,” you will see the following confirmation page. This page
informs you that your request may not take effect by the next paycheck because
of the timing of your request. Click on “OK” and then click on “Return to
Paycheck.” You have successfully completed the steps to a paperless pay advice.
Be sure to sign out of PeopleSoft when you are done.
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